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SECRETARY TO THE POLI CE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Police Chief by
perform ng clerical duties and provi ding adm ni strative support.
The i ncunbent of this class acts as receptionist for the Police
Chief’'s office, and is in frequent contact with the public. The
Secretary to the Police Chief maintains records for the Police
Chi ef, types reports, and assists with financial managenent
duti es. The enpl oyee of this class perforns routine duties
i ndependently, with instruction for special assignnents received
from the Police Chief. The Secretary to the Police Chief is
responsible directly to the Police Chief, who directs and
reviews work of this class.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Pl aces and receives telephone calls for the Police Chief.
Schedul es appointments for the Police Chief as directed, keeps
records of the Police Chief’s schedule, and notifies the Police
Chi ef of appointments, neetings, or other scheduled events.
Acts as receptionist for any visitors to the Chief's office,
screens visitors, and directs them to other individuals or
of fi cers when necessary. Opens incomng mail, and processes
outgoing mamil and interdepartnental correspondence. Answers
guesti ons about the operation of the departnent, and handl es any
routine requests by visitors to the office.

Types letters, forns, nmenos, statements, formal reports, or any
ot her docunents assigned by the Police Chief. Replies to any
routi ne correspondence or requests on own initiative follow ng
departnmental procedures, or fromoral or witten directions by

the Police Chief. Takes mnutes or notes at neetings. Fills
out all forms or records required or assigned to the position.
Conpil es and organi zes data needed for reports, including
charts, graphs, and related departnent docunents. Wites

reports as directed by the Police Chief.

Sets up filing systemfor correspondence, cards, forns, records
and reports, and revises such system when necessary. Mintains
depart ment personnel records, including confidential material,
as required or directed by the Police Chief. Enters, |ocates,
and retrieves information or docunents which are stored in hard
copy files, or in the conputer database. Briefly reads or
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reviews incomng materials and sorts according to subject
matter. Files correspondence, cards, forms, records, or reports.
Recei ves departnment records and reports submtted to the Police
Chi ef, checks themfor conpl eteness, accuracy, and conformty to
est abl i shed procedures, and processes or files themaccording to
departnment procedures. Keeps records on the |ocation of
materials renoved fromfiles, to whom materials were rel eased,
and traces mssing files. Devel ops new procedures for office
functions when necessary. Operates a copying machine, facsimle
machi ne, and cal cul ator or conputer software application to
assi st in mathematical conputations.

Makes cal cul ations necessary to conmpute payroll; conputes
sal aries, hours, overtinme, and rel ated data. Takes conplaints
from enployees about pay and deals wth payroll section
regardi ng payroll issues. Posts itens to journals, |edgers, or

ot her accounting records, and bal ances these nonthly. Assists
the Chief in the preparation of the departnental budget. Orders
supplies and equi pnent. Locates repair services, and arranges
for repairs and mai ntenance of all assigned equi pment.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements listed bel ow nust
be net by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must not be |l ess than eighteen (18) years of age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denpnstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.
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